Montana Office of Public Instruction
School Nutrition Programs
New Claim Reimbursement Instructions
2005-2006

Helpful Claiming Reminders

>

VV VY

Claims are due by the 10" of the month following the claim month and will be paid
during the month of submission.

Claims can be submitted starting on the 1% day of the month following the claim month.
All claims must be submitted within 60 days from the last day of the month of claim.
Claims submitted 60 days past the end of the claim month will not be paid.

Claims cannot be submitted for the current month or the month ahead.

Claims for months with less than 10 serving days (for example June combined with May
or August combined with September) should be combined with the previous or following
months claim and submitted as one reimbursement except in cases that the claim exceeds
30 days. A reimbursement claim cannot exceed 30 days.

If you need assistance submitting a claim,
= contact the OPI at (406) 444-2501.

Important Changes This Year to Claims

>
>

>

New Claiming Website - http://data.opi.mt.gov/cnp/Login.asp

Site Claiming - Sponsors will enter monthly claims for each school site.
Annual Financial Report — Sponsors will complete an annual financial
report in June of each year (this will be the trustees report for public schools)
rather than submitting income and expenditures on a monthly basis.

Overview of Steps to Complete the Claim Process

Step 1-
Step 2-
Step 3-
Step 4-
Step 5-
Step 6-
Step 7-

Step 8-

Step 9-

LOGOING TN e e e (page 2)
Submit a blank SPONSOR CLAIM form in order to access SITE CLAIMS......... (pages 2-3)
Access SITE CLAIM form(s) by clicking the 21 next to the SPONSOR CLAIM (page 4)
Enter data into the SITE CLAIM fOrms........oooiiii i (pages 4-6)
Submit the SITE CLAIM form.............. (Refer to step 7 to edit errors).............. (pages 6-7)
Submit the SPONSOR CLAIM form......(this step completes the process)........... (page 7-9)
Open a SITE CLAIM form in error Status..........cocoeeevie e e e e e veeee e (page 10)
View SPONSOR/SITE Claims........coooiieiiiiiii e, (page 11)

Revise a paid CLAIM ... .o e e (pages 12-15)




Detailed Steps to Complete the Claim Process

Step 1. Logging In
1-1.) Login to the website http://data.opi.mt.gov/CNP/Login.asp — enter User ID and
Password
1-2.) Select School Nutrition Programs (the purple puzzle piece)
1-3.) Select Program year — 2006

Note that the computer screens represented in
C this manual may reflect that of another state.

They are used as examples only.

Step 2: Submit a blank SPONSOR CLAIM form in order to
access the SITE CLAIM(S)

2-1.) The website displays the SPONSOR SUMMARY page
2-2.) Select the “CLAIMS” tab from the SPONSOR SUMMARY PAGE
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2-3.) Locate the Claim Month and select “ADD” next to the SPONSOR CLAIM. The Web
site displays the SPONSOR CLAIM form.

Important Note: Do not enter in any data or figures into the SPONSOR CLAIM form at this
time. Submit the blank SPONSOR CLAIM form first (there will be zeros in all spaces). The
software will automatically consolidate the SITE CLAIM information into the SPONSOR CLAIM
form as the SITE CLAIMS are completed.



2-4.) Scroll to the bottom of the (blank) SPONSOR CLAIM form and click “SUBMIT”.
The Web site will then automatically create the SITE CLAIM forms, but not until this has
been done.

T
. | Indiana Department of Education K2,
= School and Community Nutrition Programs National School Lunch Program

Programs Logaoft

ns Claims Accounting Maintenance Reports
Home = Claim hieru = Select Sponsor = Claim horth = Sponsor Claim

Program Year: 2003 Sponsor: 1239WABASH VOCATIONAL SCHOOL

NSLP Indiana Department of Education
Sponsor Claim

WABASH VOCATIONAL SCHOOL {1239) July 2002
123 River Road Mount Carmel, IN 62863 Pending Submission
Qriginal Claim

| Bottom of Form

Meals / Milk Served ] By icy ()] (E) iFy )
S s Lunch SIS Regular  Regular o Special

esenption upRer une EreaE:fast Ereakfast Snack S‘ngalcif Rilk

1 Paid | | [ [

@ Free I I I I I I

) Reduced | | [ [

141 Seamless Waiver | | | | | |

Total Reimbursable

0 Student Meala/mitk | | | I I I

(E) Adult Mealz Served | | | [ | |

(71 Days of Operation | | | | | | |

2 Operating Sites I | | I I I I

121 Awg Daily Attendance I |

10)  Awerage Cost Per Half Pint
Eligibility Information &3] ()]

Description Meals Special Milk
113 Paid Eligible Children
1121 Free Eligible Children
13) Reduced Eligible Children
141 Total Eligible Children

1111
J 1

1151 [T Check here when the Claim is ready for Payment

DOE Internal Use Only

(181 7 Override Accuclaim — (17) Ejig;ﬂ;ﬁ; j
(121 [T Check here when the Claim has been reviewed by the State
Created By: Date Created: Molified By: Date Modifizd.
T Top of Form
Submit Calculate Cancel I

2-5.) APOST CONFIRMATION page will appear with a notice stating that the SPONSOR
CLAIM was posted to the data base with a status of Errors Detected (this error message is
to be expected after submitting the blank SPONSOR CLAIM form). Click “HERE” to go to
the Sponsor Claim Listing.
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Applications Claims Maintenance Resources

Home = Application Menu = Sponsor Summary = Sponzor Claim

Program Year: 2006 Sponsor: 35-4939-Davton K-12 Schools

=

The Sponsor Claim was posted to the datebase with a status of Errors Detected.

The form entered failed to pass the edit process because of either incomplete ar improper information. These errors
must be corrected befare the form can be approved by OPI. Please return to the entry form to review the errors and
make the necessary corrections.

Click HERE to go to the Sponsor Claim Listing or select another option from the menu above.




Step 3: Access the SITE CLAIM form(s)

For each claim month, you must submit a separate claim that summarizes all of the activity at
each of your sponsored sites. To display the sITE cLAIM form(s):
E3|

3-1.) Locate the SPONSOR CLAIM month just submitted and click on the PLUS - symbol.
It will expand to show each individual site claim.
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Montana Office of Public Instruction

School Nutrition Programs

H..-

School Nutrition Programs

Programs Logoff

Applications Claims Accounting Maintenance Reporis Resources
Home = Application Menu = Sponsor Summary

Program Year: 2006 Sponsor: 35-4938-Dayton K-12 Schools

| Bottom of Form -
Sponsor Summary Dayton K-12 Schools (35-4939)

Claim Month on | Status Claim Amaunt Action
{3 August 2005 Sponsor Claim o Errors 0.00 “iew Edit Delete

ST R E TR

3-2.) Click “ADD” to input a claim for each SITE CLAIM.

Applications Claims Accounting Maintenance Reporis Resources

Home = Application Menu = Sponsor Summary

Program Year: 2006 Sponsor: 35-4939-Dayton K-12 Schools

-

| Bottom of Form
Sponsor Summary Dayton K-12 Schools (35-4939)
Clairn Month _ Revision | Status | Claim Amoun

&y Auogust 2005 Sponsor Claim ] Errors 0.00 “iew Edit Delete
35-4929 Dayton Elementary School Add
35-45968 Dayton High School Add
35-4951 Dayton Middle School Add
35-40965 Flathead Elementary School Add

Step 4: Enter data into the SITE CLAIM form.

The website displays the SITE CLAIM form after clicking “Add” next to the appropriate site.
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SITE CLAIM Form Detalils

Meals/Milk Served

Note: Severe Need Breakfast and Needy Snack categories will automatically be added by the
software into the consolidated SPONSOR CLAIM as the SITE CLAIMS are completed.
Therefore, you may enter severe need categories in the regular Breakfast or Snack columns.

4-1.) The SITE CLAIM form allows you to enter the following meals and milk data for this SITE
CLAIM period.

Tip: Use your “Tab” key to move from box to box quickly or navigate with your mouse. Do not
use the “Enter/Return” key.

(1.) Paid - record the number of paid meals served in each category.

(2.) Free —record the number of free meals served in each category.

(3.) Reduced - record the number of reduced price meals served in each category.

(4.) Seamless Waiver- leave blank.

(5.) Total Reimbursable Student Meals / Milk —The totals must be the sum of the counts
from rows 1 through 4.

(6.) Adult Meals Served — record the number of adults served. Do not include foodservice
staff (individuals who have been hired to work in the foodservice program).

(7.) Days of Operation — record the number of days meals/milk were served in each
category.

(8.) Average Daily Attendance — multiply the highest enroliment by your attendance
factor. The state average attendance factor of 95 percent may be used.

(Enrollment count X .95 = the Average Daily Attendance)

Eligibility Information:

(9.) Paid Eligible Children —record the highest number of children who are eligible for
PAID meals (total eligible children minus free and reduced price children).

(10.) Free Eligible Children — record the highest number of children who are eligible for
FREE price meals.

(11.) Reduced Eligible Children — record the highest number of children who are eligible
for REDUCED price meals.

(12.) Total Eligible Children — record the highest number of children enrolled in the school
site.

et

WNote: If you do not have all the numbers you need to submit your claim, you can
enter partial information into the SITE CLAIM form and click submit without selecting the
box that it is ready for payment. Your claim will not be sent to the OPI for approval,
however, the data will be saved with the partial information entered and posted in an error
status.
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Step 5: Submit the SITE CLAIM

5-1.) After all data has been entered for this SITE Claim click “SUBMIT”. The Web site
checks your claim for input errors.

If errors are found, the Web site displays the SITE CLAIM-POST CONFIRMATION page with
an Errors Detected message. Refer to Step 7 on how to open and resolve errors. If you cannot
resolve the input errors at the time you attempted to submit the claim, you can open the un-
submitted claim at a later time.
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If your claim does not contain any input errors, the Web site displays a SITE CLAIM-POST
CONFIRMATION page notifying that the site claim is in an Approved status.

Note: This approval notice should be interpreted as an edit check for passing business rules in
place and that the data is being consolidated into the SPONSOR CLAIM. Further steps are still
needed to complete the claim process.
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5-2.) Click “HERE" to go to the Site Claim Listing.

5-3.) If the sponsor has additional sites, repeat steps (3-2 throughthough 5-1) until all SITE
CLAIMS have been successfully completed. On the last approved SITE CLAIM - POST
CONFIRMATION page, click “HERE” to go the SITE CLAIM LISTING.

Step 6: Submit the SPONSOR CLAIM

Once all SITE CLAIMS have been successfully completed, a SPONSOR CLAIM must be

submitted. The SPONSOR CLAIM will automatically consolidate information from the SITE
CLAIM data entered.

6-1.) Locate the SPONSOR CLAIM that coincides with the month of claim and SITE
CLAIMS just submitted.

Note: The SPONSOR CLAIM will be in error status at this time.

6-2.) Click “EDIT” next to the SPONSOR CLAIM.

6-3.) The Web site displays the SPONSOR CLAIM with the consolidated SITE CLAIM
data.

Note: An Error Message will most likely appear at the top of the SPONSOR CLAIM

regarding sites eligible to claim this month. This error message should clear when the
SPONSOR CLAIM is submitted.

| . S
Montana Office of Public Instruction
R..
School Nutrition Programs

Home = Application Menu = Sponsor Summary = Sponsor Claim

Program Year: 2006 Sponsor: 35-4939-Davyton K-12 Schools

|

Section 1 - Validation Errors
Field Mo. | Severity Description

g 1 All site claims must be entered. After entering claims for all sites eligible to claim this month
re-submit this form to clear this error. There are 4 sites eligible to claim this month.

6-4.) If any sites participate in the Special Milk Program that collect income applications and
have the free option, enter the Average Cost Per-Half-Pint into item 10.



e - SRR ¢ NS SR e D

PrpTRee - i @ 0 n = o o
[y Sa— 0 = 0 n 2 o =

[+ S 1 i 1
e Dl p ATarelaed i o r | a 12 Fi a 4

D b sl
DLl i L] S 1w i
Pand Bl Chaion n
Frow My Chbaien n i |
Bsdured Engtln Ok 4]
Tomal Blgain, Clsbiwan T i

F Chach haew whan e Ol m sy ko Bagraen

[ ity

6-5.) WCheck box 15 when the Claim is ready for payment.

Important note: The claim is not forwarded to the Office of Public Instruction (OPI) for
approval and payment until you check this box.

6-6.) Click “Submit”
6-7.) The website then displays the SPONSOR CLAIM SUMMARY page.

Example pictured on the following page.
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Indiana Department of Education
C MNut T Mational School Lunch Program Programs Logoff
Home = Claim Menu > Zelect Sponsor = Claim Month = Claim Listing > Sponseor Claim
Program Year: 2003 Sponsor: 1250%WARASH YOCATIONAL SCHOOL
=
MNSLP Indiana Department of Education
Sponsor Claim Summary
YWABASH VOCATIONAL SCHOOL July 2002
1239 Pending Submission
Submitted by on Driginal Claim
Supper fLunch Reimbursement
Meal Type Meals Served Rate Armount
SFEP Supper [u) 2.1400 .00
Total Supper a 0.00
Paid Lunch 1,443 0.2000 288.60
Free Lunch 962 21400 2,0558.68
Reduced Lunch 2,586 1.7400 5,021.64
SFSPF Lunch a 21400 0.00
Total Lunch 5,291 7, 3E8.92
Total Supper  Lunch 5,291 7,368.92
Breakfast Reimbursement
Meal Type Meals Served Rate Armount
Severe Meed Faid Breakfast a 02200 o.o0
Severe NMeed Free Breakfast a 11700 o.00
Severe Meed Reduced Breakfast o 0.g700 0.oo0
SFSP Severe heed Breakfast a 1.1700 Q.00
Total Severe MNeed Breakfast a o.o00
Regular Paid Breakfast 1,443 0.z2200 317.46
Regular Free Breakfast g62 11700 1,125 54
Regular Reduced Breakfast 2 BE6 08700 2.510.82
SF=F Regular Breakfast a 11700 o.00
Total Regular Breakfast 5,291 3.953.82
Total Breakfast 5,291 3.953.82
Snack Reimbursement
Meal Type Meals Served Rate Amount
Reqgular Paid Snack 1,443 0.0s00 258
Regular Free Snack 950 0.5300 551.00
Regular Reduced Snack 2,586 0.2900 536.94
SFSF Regular Snack a 0.5s00 0.00
Total Regular Snack 5279 1,460 09
Site Eligible Free Snack a 0.5500 0.00
SFSP Site Eligible Snack a 0.5800 0.00
Total Site Eligible Snack [u] 0.00
Total Snack 5,279 1.460.09
Milk Reimbursement
Meal Type Meals Served Rate Amount
FPaid Special Milk a 0.13s0 o.o0
Free Special Milk o 0.0000 0.00
Total Special Milk o 0.00
Total Claim Reimbursement Amount 12,782.83
Less Frevious Reimbursement Amount o.00
Net Claim Reimbursement Amount 12.782.83
Click here to go to the Claim Listing or select another option fram the menu above
=

6-8.) Review the SPONSOR CLAIM SUMMARY

6-9.) Click “HERE” to go the Claim Listing

The Web site consolidated all SITE CLAIMS and has submitted your SPONSOR CLAIM to
the OPI for approval. It displays the SPONSOR CLAIM SUMMARY page showing the status
of approved.

When you reach this point, you have successfully completed your claim process and may log off.
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Step 7: Open a SITE CLAIM form in Error status

Open a SITE CLAIM that Contains Input Errors Immediately After
Attempting to Submit the Form

7-1.) At the POST CONFIRMATION-ERROR DETECTED page, click “HERE” to go to
the SITE CLAIM LISTING.

7-2.) Click “EDIT” next to the SITE CLAIM with Errors. The Web site displays the SITE
CLAIM page with the error message(s) visible.

7-3.) Review and correct errors noted (the items in error will be highlighted in red).

7-4.) Click “SUBMIT”

7-5.) A Post Confirmation page will appear notifying if the SITE CLAIM has been
Approved or with Errors Detected. If errors have been detected repeat these steps (7-1
through 7-5) until resolved or approved.

7-6.) When all errors have cleared and the SITE CLAIM is in an Approved status, click
“HERE” to go to the SITE CLAIM listing.

Note: SITE CLAIMS with errors must be corrected before the SPONSOR CLAIM can be
submitted. Once all SITE CLAIMS have been successfully completed, a SPONSOR CLAIM must
be submitted. The SPONSOR CLAIM data is automatically compiled from the SITE CLAIM
information entered.

7-7.) Follow Step 6 on How to Submit a SPONSOR CLAIM.

Open a SITE CLAIM that Contains Input Errors at a Later Time

7a.) At the SPONSOR SUMMARY page, click on the “CLAIMS” tab.

7b.) Locate the correct claim month and click on the PLUS symbol inside the
expanding folder to view the SITE CLAIMS for this claiming period.

7c.) Locate the SITE CLAIM with an error status and click “Edit”

7d.) Review and correct errors noted (the items in error will be highlighted in red).

7e.) Click “SUBMIT”

7f.) A Post Confirmation page will appear and notifying if the SITE CLAIM has been
Approved or with Errors Detected. If errors have been detected repeat these steps until
resolved.

79.) When all errors have cleared and the SITE CLAIM is in an Approved status, click
“HERE” to go to the SITE CLAIM listing.

7h.) Follow Step 6 on how to submit a SPONSOR CLAIM.

10



Step 8: View SPONSOR/SITE CLAIMS

The Web site keeps track of monthly claims and revisions to monthly claims.

When you view a monthly claim, you can review the original version of the claim, and any

revision to that claim.
8-1.) Select “CLAIMS” from the menu bar (upper left hand corner)
8-2.) Click on “Reimbursement Claim”

Applications Claims Accounting Maintenance Reports Resources

Home = Claim Menu = Select Sponsor = Claim Month

Program Year: 2006 Sponsor: 35-4339-Dayton K-12 Schools

Reimbursement Claim Entry
Sponsor: Dayton K-12 Schools (35-4939)

Clairm Month MTD Earned Amount MTD Arount Paid
August 2005 o Appraved 12.00 0.00
September 2005 o Approved 12.00 0.00
October 2005 o Errors 0.00 0.00
MNovernber 2005 1] Approved 12.00 0.00
Decermber 2005 1] Approved 1250 0.00
January 2006 1] Errars 0.00 0.00
February 2008 [21# Claim should be entered between 3/1/2006 and 4/30/2006
March 2006 [21# Claim should be entered between 4/1/2006 and 5/31/2006
Aypril 2006 [E# Claim should be entered between 5/1/2006 and 6/30/2005
May 2006 [E1+ Claim should be entered between E/1/2006 and 7/31/2006
June 2008 [+ Claim should be entered between 7/1/2006 and 8/30/2006

¥TD Total

Click an B for Claim FILE Uplaad or click o Clair bonth for Manual Claim Entry

8-3.) Select the month of reimbursement
8-4.) Click “Sites” to view the Site claims

=]

Applications Claims Accounting Maintenance Reporiz Resources

Home = Claim Menu = Select Sponsor = Claim Month = Claim Listing

Program Year: 2006

Sponsor: 35-4939-Davton K-12 Schools

Sponsor Claim Entry

August 2005

Sponsor: Dayton K-12 Schoals (35-49389)

07 062005 070772005 Approved Wiew  Edit

Date Created Date Approved Action

Delete

Sites

8-5.) Click “View” next to the desired SITE CLAIM

Applications Claims Accounting Maintenance Reporiz Resources
Home = Claim Menu = Select Sponsor = Claim Morth = Claim Listing = Site Claim Listing

=

Program Year: 2006

Sponsor: 35-4939-Davton K-12 Schools

Site Claim Entry

Sponsor: Dayton K-12 Schools (35-49349)

Site Murnber Site Mame Revision
35-4929 Dayton Elementary School 0 Approved iew
35-49685 Diayton High School 0 Approved iew
35-4951 Dayton Middle School 0 Approved iew
35-4965 Flathead Elementary School 0 Approved iew

Delete

Delete
Delete
Delete

» Original claim- The first version of the claim that your organization submits to the OPI.

The original claim has the revision number 0 (zero).

> Reuvision claim- Any changes to the original claims that are submitted by your
organization to the OPI. After the OPI has approved an original claim, all changes are
entered and tracked as claim revisions. Each revision is assigned a number when it is

submitted. Click on the revision

11
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Step 9: Revise a Paid Claim

You can make changes to a claim after the OPI has authorized payment to your organization
within the 60 day limitation. You cannot change the paid claim — you must submit a claim
revision.

To make changes to a claim (an original or revision) after it has been approved and paid by the
OPI:

9-1.) Click “CLAIMS” from the menu bar (on the upper left hand side of the screen)

Montana
School Nutr

Applications Claims

9-2.) Select “REIMBURSEMENT CLAIM”

I L pE— =}
Montana Oflwce of Public Instruction c#}
School Mt I'L. ram ”h.

dhifdeli Echool Natrition Programs

" Progrems  Logodt

Mairlenance Resources

Applicalionm Clems

Progiam Yesi 2008 Sponwos: 35 4938 Dabon K12 Sct

Claim Menu

Menu Hem Dezcription

Hurohursement Clarn SNP Hormfnnsemient Chom Fonm

9-3.) The web site will display the REIMBURSEMENT CLAIM ENTRY — CLAIM LISTING page for
each claiming period.

9-4.) Locate the correct month and click on the month.

— I =]
Montana OiTice of Public Instruction
Hehanl MNufssi Pri

School Nutrition Programs

Applicalioes  Clsinms Mainlenarscs  Hessuices

Eim_» Gl My » Cloes M

(o — T— T T e

Reimbursement Claim Entry e
Spotvsed:  Darlon K12 Schogts (354039
Claim Month Revideor i | 1

Sugust JIE o Approved 1200 o
Seplember X0 ] Approved 1200 {1 1]
Cchobar 2005 ] Emare. [ii i} 0 0o
Harember 2005 o Approved 1200 o0
i amibiier D005 E# Claim shauld Bs entarad Betwosn 112006 and 22006

Januaey 2006 % Claim should bo enderod botwoen 202006 and 4272006

Fabruars 2008 4 Claim should be enered botwgen 302008 and £302005

March A6 [5# Claim should be enered belwean 4712006 and S512006

Apnl NG % Clam ahould be ertered between 572006 and BE02005

MEy 06 {5 Claim ahould be ertared batwean B/1/2006 and 7/E12008

June SO06G E# Claim should be ertared hatwean TA2006 and BUH0G
v ] _________»ux ______ o«
Click on [B# far Claim FILE Uipload or click an Claim Mardh Sar Marual Claim Entry
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9-5.) The SPONSOR CLAIM ENTRY page shows the claim history with all revisions. Look
through the list of claims submitted during this claim period and identify the most recent claim
version.

= EEee—— | e —
Montana (ifice of Public Instruction (*)
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School Nutrition Programs o “-ﬁ'l-ﬂz;l;ﬂ--ﬁiﬁ

Applicaiiaonm  Clairn Maintenanee  Resoureen

_Home » Claim Mena » Cloim Mook » Claim | isting

Progeam Vear: 2005 fponsor: 35-2930-Dayion K12 Sohoo

Sponsor Claim Entry Movember 2005

Sponsol: Dayton K-17 Schoods (30-1950)

Diste Created Drate Apgproved

9-6.) Click “SITES”

— EE— E——
Maontana Office of Public Instruction q) :

School Nutrition Programs " Pograms  Logell

“Applicstians  Chaimn  Accounting  Malnenanee  Resources
_Home = Ciném Wenu = Seincd Spongor = Clam booen = Cloim Ligting » Sbe Clim | isting -

Program vrar: JTiE

Spanaar: E-4535-Dayinn KA

Site Claim Entry =

Sponson:  Dirfon K-12 Schooks (35-4930)

3H-494 Diayton Elermenlary School Agprovnd Winw Edil Drulishay
FE-A59 Dayton High Schogl (i] Pand Yiew  Hewse
354051 Dayton Middle School i} FPaid Wiew  Revize

9-7.) Locate the correct SITE CLAIM to be revised
9-8.) If the most recent SITE CLAIM has the PAID status, click “Revise”. The Web site
displays the SITE CLAIM page.
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9-9.) Make all appropriate changes to the SITE CLAIM.

9-10.) Click “SuBmIT”. The Web site checks your claim for input errors.
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9-11.) If errors are found, the Web site displays the POST CONFIRMATION page with an
Errors Detected message. Click “HERE” to go to the SITE CLAIM listing.

Click “EDIT” next to the SITE CLAIM in error status; make all appropriate changes then click
“SUBMIT”.
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9-12.) If your claim does not contain any input errors, the Web site displays the POST
CONFIRMATION page, notifying that the SITE CLAIM is in an Approved status.
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9-13.) Click “HERE” to go the SITE CLAIM listing

9-14.) If additional sites need to be revised, repeat these steps until all are correctly approved.
9-15.) When all revisions have been made to the SITE CLAIM(S) and in an Approved
status, click “CLAIM LISTING” from the menu bar to proceed to the SPONSOR CLAIM.
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This page shows the SPONSOR CLAIM history with all revisions. Look through the list of
claims submitted during this claim period and select the most recent claim version

9-16.) Click “EDIT” next to the revised SPONSOR CLAIM
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9-17.) If the SPONSOR CLAIM appears to be correct, scroll to the bottom and check the
box when claim is ready for payment (item number 15) then click “SUBMIT”.

9-18.) If your claim does not contain any input errors, the Web site displays the SPONSOR
CLAIM SUMMARY page.
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9-19.) Click “HERE” to go to the Claim Listing or select another option from the menu
above.

The Web site submits your claim to the OPI for approval and displays the SPONSOR CLAIM
ENTRY — CLAIM LISTING page showing an Approved status.
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When you reach this point, you have successfully completed your claim revisions and may log off.
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